
CATHOLIC SCHOOLS OFFICE 

LISMORE DIOCESE  
RTO 7054 

 
 

Workplace Learning Guide  
for Schools 

 

 
 

Catholic Schools Office , Lismore  Diocese 7054





 

 

Updated August 2017 
 

Catholic Schools Office, Lismore Diocese 
Presentation House, 3 Dawson Street (PO Box 158) LISMORE NSW 2480 
t: 02 6622 0422   |    website: www.lism.catholic.edu.au   

http://www.lism.catholic.edu.au/




 

1 Updated August 2017 

GUIDELINES FOR WORKPLACE LEARNING PROGRAMS 

The procedures outlined in this document as well as other associated documents and forms 
are designed to support the success of workplace learning programs and alleviate any legal, 
insurance and communication problems that may arise. The guidelines outline the minimum 
procedures that must be followed and are not intended to limit the development of flexible and 
innovative programs. 

 

This document should also be read in conjunction with other policies and guidelines on the 
Catholic Schools Office, Lismore Diocese VET intranet page. The intranet should always be 
checked for the latest version of documents. 

 

WHAT IS WORKPLACE LEARNING? 

Workplace learning refers to programs approved and organised by the school that involve 
hands-on learning for students in an authentic workplace. It is recognised as constituting part 
of the total school curriculum and as having relevance for students at all levels of ability. 

 

Broadly, the purpose of workplace learning programs is to enhance the educational, social 
and vocational development of all students by assisting students to: 

 Gain generic and/or industry-specific competencies 

 Achieve curriculum outcomes 

 Enhance the knowledge, skills and attitudes they need to manage the transition from 
school to further education, training and work. 

Work Experience: 

 Provides an orientation to the world of work in general but without a planned 
program of industry accredited skill development. It may include learning related to 
career planning or enterprise education 

 Is included in Work Education (Stage 5), Work Studies (Stage 6), Career Education 
and Transition Education programs. 

Work Placement: 

 Involves students undertaking Vocational Education and Training (VET) courses as 
part of a Stage 5 or Stage 6 study program 

 Is a mandatory component of some VET courses for the purpose of enhancement 
and/or structured workplace training. 

 Involves negotiation between schools and employers about the course learning 
outcomes to be achieved on the job 

 Enables students to access industry standard facilities and equipment and provides 
the opportunity for development and assessment of student competency in an 
authentic industry setting. 

 
School Based Apprenticeships and Traineeships 

Students undertaking School Based Apprenticeships and Traineeships (SBATs) are 
signatories to a legal contract or indenture that is registered with State Training Services. 
While the duty of care principles in these guidelines are relevant, the same insurance 
arrangements do not apply. Schools should also refer to the SBAT Guidelines available on the 
Catholic Schools Office, Lismore Diocese VET intranet page. Any concerns regarding SBATs 
should be directed to the SBAT Coordinator. 

http://intranet.lism.catholic.edu.au/vet/
http://intranet.lism.catholic.edu.au/vet/
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BENEFITS OF WORKPLACE LEARNING PROGRAMS 

Learning that takes place within workplace contexts, or is programmed to include personnel, 
material or simulated activities derived from relevant workplaces, provides access to a range 
of benefits for the students, the school and the participating employers and industries. 

 

Through planned and appropriate workplace learning programs and activities, students will: 

 Develop appropriate attitudes towards work 

 Demonstrate understanding of enterprise principles and work related issues such 
as the impact of social and technological change and the importance of equal 
opportunity in the workplace 

 Clarify and evaluate their abilities and interests in relation to career choice 

 Demonstrate an understanding of career pathways within an occupational 
field, including opportunities for employment and further education and 
training 

 Develop social and communication skills in a workplace environment 

 Apply business and industry concepts to curriculum and classroom activities 

 Enhance their self-esteem, confidence and motivation to learn 

 

Workplace learning initiatives provide schools with opportunities to: 

 Enhance and supplement school-based training by drawing on the skills, knowledge 
and resources available in industry 

 Meet the needs of a broad range of students 

 Improve links with industry and the local school community and promote their 
complementary roles 

 Extend the contexts for the professional development of staff. 

 
Local enterprises and industry partners have the opportunity to: 

 Be involved in the education and vocational training of young adults 

 Raise the profile of the industry within the local community 

 Assist with the selection of potential recruits into their organisations 

 Expand and enhance training programs by providing professional development 
opportunities for staff 

 Contribute to the development of a committed and skilled workforce. 

 

PRINCIPLES FOR IMPLEMENTATION 

There needs to be a whole-school commitment to the concept of workplace learning and its 
organisation. The educational value of the program for students should always be the prime 
consideration. Areas for consideration in implementing and evaluating the effectiveness of 
workplace learning programs include: 

 Integration into the total school curriculum 

 Establishing a clear understanding of the expected outcomes for all participants 

 Appropriate communication and collaboration between schools, Work Placement 
Service Providers and industry 

 A thorough preparation and training of all participants 

 The development of teachers' skills in dealing with industry 

 A commitment of resources and a willingness to negotiate flexible school 
organisation to support learning and minimise any disadvantages to students, 
teachers and industry 

 Encouragement of students to take responsibility for their own learning 

 Regular collection of stakeholder feedback and evaluation of workplace learning programs. 
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PRINCIPAL’S APPROVAL 

The Principal must approve any workplace learning program. The insurance and indemnity 
provisions for students in the Archdiocese of Lismore systemic schools apply only to workplace 
learning programs that have this approval. Principals may delegate the development of the 
program to others, including the approval of placements, but they take ultimate responsibility. 

In approving workplace learning programs, the Principal must be satisfied that the program 
satisfies the requirements of these guidelines and that employers meet Work Health and Safety 
(WHS), child protection and other legislative requirements. 

 

COMMUNICATION AND PROVISION OF INFORMATION TO ALL 
PARTIES 

Successful workplace learning programs involve close communication and collaboration between 
all parties including employers, teachers, students, parents/caregivers, training providers and Work 
Placement Service Providers (WPSP). Positive relationships should be developed through regular 
communication, cooperation and respect for the skills and expertise of the various stakeholders. 

The following Catholic Schools Office, Lismore Diocese workplace learning documents should be 
issued to relevant stakeholders: 

 Employer’s Guide to Workplace Learning 

 A copy of the insurance overview and indemnity provisions (updated annually) 

 Workplace Learning Guidelines for Schools 

 Student’s/Parent’s Guide to Workplace Learning 

 The completed and signed Student Workplace Learning Record 

 

SCHEDULING OF WORKPLACE LEARNING PLACEMENTS 

The scheduling of workplace learning programs should take into consideration a number of 
factors such as individual student needs, school curriculum and activities, the need for student 
preparation and follow up, host employer availability and work cycles, etc. Considerations 
include ensuring: 

 Students are at least 14 years of age when they undertake the placement 

 Sufficient time is available for preparation or evaluation and follow-up work with students 
by avoiding where possible, the first and the final week of each term 

 Unreasonable pressure is not placed on local employers at busy times of the year by 

consulting with the local WPSP Managers 

 Year 12 students have completed their workplace learning prior to their last HSC 
examination. 

 Students work within the typical working hours for the industry and in accordance with the 

conditions provided in the awards or industrial agreements that are applicable to that job. 
Under current insurance provisions, students under 15 may not undertake workplace 
learning before 7.00am or after 6.00pm 

 Placements are preferably scheduled during regular weekday working hours in school 

terms. Weekend and school holiday placements are permissible, provided the school can 
nominate an appropriate school contact person. Schools have a duty of care to their 
students throughout the placement, regardless of whether it is conducted in school time, at 
weekends or during school vacations. If such care cannot be provided outside school time, 
permission to undertake work placement is not to be granted 

 Disadvantage to students resulting from loss of class time in other courses is minimised 
or eliminated by using strategies such as notifying teachers to arrange make-up of work 
missed; obtaining agreement from teachers not to teach new material during the absence; 
and/or introducing a student buddy system 
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 A student who is not yet workplace ready is provided more time to develop the necessary 
knowledge and skills to confidently undertake work placement. 

When planning mandatory work placement for VET courses, appropriate sequencing needs to 

be considered in order to provide students with a coordinated, cohesive and comprehensive 
learning package. Planning should build upon the students’ previous learning and experiences and 
provide opportunities to further develop their knowledge and skills. Scheduling of mandatory work 
placement for VET courses needs consideration of: 

 Providing sufficient workplace learning time for each individual student to achieve the 
desired outcomes and to satisfy mandatory Board of Studies requirements for work 
placement hours 

 Allowing sufficient time to for submission of work placement information to the Board of 
Studies and compliance with unsatisfactory course completion procedures if needed 

 Complementing course skills and knowledge by ensuring prior delivery of Units of 
Competency that are important for adequate student preparation (e.g. completion of WHS 
units) and considering which other units require demonstration of skills in the workplace. 

Recognition of Paid Work 
Students' current part-time work may be used to meet part or all of the mandatory work placement 
requirements for VET courses (see Board of Studies guidelines). Students wishing to apply for 
RPL should use the “Application for Recognition of Prior Learning” form in the VET Delivery Guide 
for Schools. Assessment of the student’s application must be conducted by a teacher accredited to 
teach the course. 

 

Where RPL has been granted for paid work the student is not a voluntary worker and the workers 
compensation and insurance arrangements of the employer apply. 

 

INSURANCE AND RESTRICTED ACTIVITIES 

As in all educational activities, the welfare of students participating in workplace learning programs 
is of paramount importance. Particular attention needs to be paid to the suitability of the various 
types of employment, with a view to ensuring that students will not be involved in hazardous 
activities or placed in a work environment that exposes them to physical danger or moral pressure. 

 

Information about insurance cover for students in Catholic schools can be accessed on the 
Catholic Schools Office, Lismore Diocese VET intranet page. It is important to check the intranet 
for the latest version of the insurance information as it is updated annually by the Catholic 
Education Commission in consultation with the insurer. 

 

Prohibited Activities 

Some workplace learning activities are prohibited due to their nature, danger or inherent risk to 
students. Some examples include: 

 Limitations on air travel and watercraft 

 High risk construction work 

 Activities where asbestos is likely to be disturbed 

 Use of dangerous equipment 

 Activities involving working on a roof, scuba diving, service of alcohol, sporting activities 
and others. 

Schools should check the insurance document carefully for a full list of prohibited activities 

http://intranet.lism.catholic.edu.au/vet/
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Higher Risk Activities 

Care also needs to be taken to avoid placing students in a workplace where physical, 
emotional or cognitive limitations constitute a health or safety risk. If, following a risk 
assessment, it is determined that the placement provides a valuable learning opportunity, the 
school and employer might consider risk minimisation strategies such as: 

 Substituting activities or equipment for the student to do or use 

 Isolating the hazard 

 Introducing extra controls in the workplace and/or using Personal Protective 
Equipment (PPE). Schools should check the insurance document carefully for 
activities requiring special approval. 

Child Protection Issues: 

 Students must not be requested to undertake unsupervised tasks with children under 
the age of 18 years (Note: students involved in childcare placements are to be 
supervised at all times) 

 Where possible, students are not to undertake unsupervised tasks with just one employee 

 If travel is a requirement of a specific placement, the school must ensure that written 
parent/caregiver permission has been obtained and, if the travel is by vehicle, that the 
vehicle is properly registered and insured. 

Payment of Students 

Workplace Learning is part of the school's total educational program. Students are volunteer 
workers and therefore should not be paid. Employers should be advised of this, as payment to 
students will impact on their coverage for claims for injury or damages. 

Non-Local Placements 

Non-local and interstate placements are permitted, provided all duty of care requirements can 
be assured. Overseas placements are not encouraged and require special approval from the 
Catholic Education Commission. 

 

SCHOOL RESPONSIBILITIES AND DUTY OF CARE 

The school’s duty of care to students participating in approved workplace learning programs 
involves taking all reasonable care to minimise foreseeable risks and possible harm to the 
student. The age, health, maturity, experience, physical and intellectual ability of the student 
are all factors that the school needs to take into account. What is reasonable care in one case 
may not be in another. As a minimum, schools need to ensure that: 

 The suitability of the host employer is reviewed in regard to provision of an 
environment free from harassment, discrimination, child protection and health and 
safety risks 

 The host employer is provided with an orientation regarding the school’s 
expectations and the employer’s responsibility to supervise the student and 
provide appropriate learning experiences 

 WHS requirements and child protection requirements are met 

 The host employer and student are matched to optimise learning outcomes, 
taking into account individual student needs 

 Any additional personal information necessary to the student well-being is provided to 
the host employer, with the consent of the student and parent/caregiver, and in keeping 
with privacy protocols 

 Any special needs of students with a disability are appropriately supported in the workplace 

 The Student Workplace Learning Record is fully completed and signed prior to 
commencement of the placement. 
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 The student is well prepared and has undertaken orientation activities to optimise 
their safe and effective participation in the placement 

 Clear communication continues between the school, the student, the employer and other 
parties 

 Formal supervision of the student by the school during the placement is maintained 
and reports of workplace visits or phone calls are documented 

 Post-placement sessions with students are conducted to review the experience and 
optimise their learning. 

 

School Contact Person 
The school should provide an appropriate contact person for the hours during which the 
student is on workplace learning. In some placements, this may include evenings and 
weekends and school vacations. The staff member should be available to intervene, in person 
if necessary, should problems arise during the course of the program. 

Relevant phone numbers and other details should be provided on the Student Workplace 
Learning Record. Use of an emergency procedures card may also be considered. Schools will 
need to provide a mobile phone for the purpose of workplace learning supervision that is not 
the personal phone of a teacher/staff member. 

The supervising teacher will generally be the teacher of the course but may be another 
appropriate member of staff who is familiar with the course and/or workplace learning 
requirements such as the careers adviser or a member of the school executive. 

 
Visits to the Workplace 
All reasonable care must be taken to ensure that the employer is able to provide a safe 
environment appropriate to the learning needs of the student. This includes a school staff 
member visiting the workplace at least once during the program. Where practicable, a pre-
placement visit to all new workplaces should occur. This includes workplaces that are not 
known to the school or that have not previously hosted a student for workplace learning. 
During the placement the school must also visit or make phone contact with the student and 
host employer. 

Given that visits may not always be possible due to factors such as distance or resource 
limitations, a risk management approach should be taken. For higher risk activities such as 
metal work or construction, visits to the workplace must be a priority. For lower risk 
placements such as office work, a phone call may be sufficient. 

A site visit record such as that available from the Catholic Schools Office, Lismore Diocese 
VET intranet page is to be completed and filed together with the Student Workplace Learning 
Record. All contact should be documented whether it is in person or by phone. 

In meeting these obligations, schools not only provide a duty of care to the student but also 
build stronger relationships with the external community stakeholders who are participating in 
the education of our students. Teachers also benefit professionally from interaction with 
employers and keeping up to date with industry developments. 

 

Placements Sourced by Students 

Students may identify a potential workplace learning opportunity themselves, but the school 
should take necessary steps to check that the host employer has appropriate safety and 
supervision and meets legislative requirements. 

 

  

http://intranet.lism.catholic.edu.au/vet/
http://intranet.lism.catholic.edu.au/vet/
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WORK PLACEMENT SERVICE PROVIDERS 

Work Placement Service Providers (WPSP) are locally managed organisations that have been 
established and funded to arrange and coordinate work placements for students undertaking 
VET courses where work placement is a mandatory Board of Studies requirement. 

The WPSP Managers work with schools and employers to ensure that quality work 
placements are arranged for students. This coordinated approach provides valuable 
assistance to schools and reduces the pressure on employers resulting from the increasing 
number of students seeking placements. 

Formal communications and agreements to enhance collaboration between the WPSP and 
schools must be established to ensure each partner’s role in the provision of workplace 
learning is effective and complementary to the whole process. 

The Catholic Schools Office, Lismore Diocese works with the NSW Department of Education 
regarding arrangements for WPSP staff to assist schools with workplace learning programs. 
WPSP responsibilities outlined in the DEC’s Workplace Learning Procedures and Standards 
include: 

 An obligation under common law to take reasonable steps to minimise the risks 
to students in workplace learning 

 The selection of host employers who will assess any risks to the health and safety of 
students in the proposed activities; remove or minimise those risks and who will 
deliver quality workplace learning experiences 

 The selection of employers who understand and can make appropriate 
adjustments and accommodations for students with disabilities 

 Promoting the benefits to the employer of offering workplace learning placements 

 Providing mandatory support documents, and explanations about them, to 
employers, students and parents/caregivers, including expectations and requirements 
in connection with child protection 

 Ensuring that the employer is aware of the purpose, process and outcomes of the 
placement so they are better able to deliver a positive learning experience for the 
student. Personal contact is the preferable approach to meeting this responsibility. 
This may be by way of a personal visit or a telephone call 

 Ensuring that the employer is aware of obligations regarding non-payment of students 
on placement and that, in the event of an industrial dispute, the placement is 
suspended or postponed 

 Clarifying and documenting lines of communication between the stakeholders, but 
most importantly between the employer, the workplace supervisor and the school. 

 

HOST EMPLOYER SELECTION, RESPONSIBILITIES AND 
ORIENTATION 

It is important that students be placed with host employers who are able to provide adequate 
training and supervision in a safe environment. The school should not proceed to use a host 
employer, whatever pressure there might be to find placements for students, if the school 
cannot by reasonable inquiry be satisfied that the host employer: 

 Has appropriate facilities and equipment for the targeted learning 

 Has staff who are able to provide appropriate training and supervision for the student 

 Is aware of and implements legislative and regulatory requirements such as WHS, 
Child Protection, Privacy, Equal Employment Opportunity and Anti-Discrimination 
legislation 

 Has public liability insurance. 
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Host Employer Responsibilities 

The school must ensure that the host employer has completed the Student Workplace 
Learning Record. By completing this document, the host employer will be acknowledging 
receipt of the guidelines An Employer’s Guide to Workplace Learning and their awareness of 
the special responsibilities associated with working with children, including their responsibility 
to provide: 

 A safe and positive environment compliant with WHS Act 2011 (NSW) 

 Appropriate learning and skill development activities for young workers under the 
supervision of a capable and trustworthy employee briefed for the task 

 A site specific workplace induction including relevant safety matters and control 
measures for areas of risk 

 An activity-specific induction to minimise risk to students who are inexperienced 
and potentially vulnerable 

 Adequate facilities for the student’s welfare at work. 

 

Employer Orientation 
It is essential to establish a line of communication early in the placement procedure between 
the school and the workplace supervisor nominated by the host employer. This will ensure 
that information about the student is transmitted to the person who will actually supervise the 
student. This is particularly important in large organisations. 

Adequate preparation of prospective employers is a major determinant of the success of a 
work placement for the individual student. Employers/supervisors should be informed about 
the: 

 Importance of ensuring the safety and welfare of students 

 Insurance and indemnity provisions 

 Names and telephone numbers of the school and student contacts 

 Relevant personal details and/or needs of particular students, including students with a 
disability 

 Need for students to return to school if workplace learning placements are affected by 

industrial action and specifically for mandatory VET work placements: 

 The competencies to be accessed and practised during the work placement 

 Any competencies upon which the workplace supervisor will be asked to provide feedback. 

 

PREPARATION OF STUDENTS 

Without doubt one of the biggest single factors contributing to the success or otherwise of a 
workplace learning program is the degree of adequate preparation provided to students. It is 
essential that sufficient time be devoted to preparing students for their experience in the 
workplace. Resources to assist teachers to prepare students are available: Student’s/Parent’s 
Guide to Workplace Learning, http://go2workplacement.com and stay safe@work. The 
OnGuard training system also provides students with appropriate training on the use of certain 
equipment prior to workplace learning. 

 

Student preparation and orientation programs should consider aspects such as: 

 Contacting the personnel manager or supervisor prior to the placement 

 Planning safe travel arrangements and paying for their travel to and from placements 

 Understanding and using documents such as the Student Workplace Learning 
Record that support their workplace learning placement 

 General employee responsibilities such as punctuality, appearance, dress and behaviour 
norms 

 Following the reasonable directions of their supervisor in the workplace 

 WHS and child protection responsibilities and regulations 

 Working longer hours 

 Working with others and accepting responsibility for one’s own actions 

http://go2workplacement.com/
https://www.det.nsw.edu.au/vetinschools/worklearn/ohs.html
https://www.det.nsw.edu.au/vetinschools/worklearn/ohs.html
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 Coping with inappropriate or illegal situations, e.g. harassment, discrimination, 
initiation activities, access to drugs and alcohol, unethical practices 

 The need to communicate problems or concerns about the placement with the 
school immediately they arise, whether before or during the actual placement 

 The need to return to school if workplace learning placements are affected by industrial 
action 

 The importance of contacting both the employer and the school in the event of absence 

 Procedures for reporting accidents or child abuse incidents 

 Completion of the workplace learning log and/or other assigned tasks. 

 

If students are required to provide their own safety equipment such as gloves, eyewear, boots, 
etc., students or schools must purchase only equipment that complies with the relevant 
Australian Standard or equivalent standard. 

Specific Industry Requirements 

Construction Induction Training (CIT) is required for all students undertaking work experience 
or work placement on a construction site. This can include a range of career areas such as 
carpentry, plumbing, electrician, etc. where work is carried out in an area designated as a 
construction zone. The training for the CIT card must be delivered by an accredited trainer 
through a WorkCover accredited registered training organisation. CIT provides people with a 
basic knowledge of requirements under WHS legislation, the common hazards and risks likely 
to be encountered on construction sites and how these risks should be controlled. 

Hospitals and Child-related Employers may also have additional requirements for 

immunisations or documentation that must be completed prior to the placement. Schools need 
to check these carefully with the employer and ensure that students are informed and have 
sufficient time to meet the requirements. 

 

STUDENTS WITH SPECIAL NEEDS 

Thorough preparation for students with special needs is critical when planning workplace 
learning programs. This preparation should be in line with the student’s Individual Transition 
Plans and be in accordance with their special needs. 

Students with disabilities may require more intensive preparation for workplace learning. This 
may include: 

 Developing agreed priorities, goals and actions with parents/caregivers and support 
teachers 

 Developing a detailed learning program for the placement 

 Organising simulated or in-school work experience to establish generic and 
industry-specific competency levels, including behaviour and communication 

 Providing opportunities to develop the competencies in a supportive environment 
either at school or in a carefully chosen, known environment 

 Avoiding placements to which the student may react negatively, especially if 
they are unable to communicate their feelings clearly. 

Schools should refer to Stage 6 Industry Curriculum Frameworks: Support Document for 
Students with Special Education Needs (available at www.boardofstudies.nsw.edu.au). 

Where a student has special needs that are relevant to the workplace learning program, 
schools must ensure that employers are informed, in compliance with privacy protocols, and 
that appropriate support is provided.  

Students should be advised to contact the school immediately if they become concerned 
about any aspect of their placement or if they wish to withdraw from the placement for some 
exceptional reason. Students who fail to turn up without notifying the employer jeopardise 

the standing of the program in the community. 

http://www.boardofstudies.nsw.edu.au/
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CHILD PROTECTION PROTOCOLS 

It is important to appreciate that for the purposes of Child Protection legislation those who 
supervise and work with students during work placement or work experience are undertaking 
child-related employment on behalf of the school. Schools must always ensure that employers 
and supervisors are aware of, and comply with, the child protection requirements outlined in 
the Employer Guide to Workplace Learning. 

Schools and employers should also note that workplace issues that would constitute 
“harassment” for employees over the age of 18 actually constitute matters of child abuse 
when the student is under this age. 

Schools must ensure that prior to the placement students are prepared and briefed in regard 
to the following: 

1. Students have the right to feel safe and secure within the workplace. 

2. Students have the right to refuse to undertake tasks that involve one-on-one 
contact with employees or clients, particularly if this is to be done in confined 
spaces. 

3. Students must be given contact details for a responsible school representative. If 
a student feels that he/she is being harassed or in any way abused in the 
workplace, the matter must be immediately reported directly to this contact 
person. 

When a contact person (i.e. work placement or work experience coordinator) receives a 
complaint or concern about the actions of a person in the work environment (and it constitutes 
child abuse according to the NSW Ombudsman’s definitions), the following steps should be 
taken: 

1. The information from the student should be taken down in as much detail as 
possible – who, when, where, what. But it is very important that the coordinator 
does not ask how and why questions that can later be construed as “leading”. 
Students of this age can generally write their own report and sign it. 

2. The coordinator must immediately inform the Principal who will inform the 
Professional Officer: Child Protection at the Catholic Schools Office, Lismore. 
The coordinator / teacher should not make contact with the employer at 
this stage. 

3. A risk assessment will be immediately conducted and if the matter constitutes 
reportable conduct it is possible that both the student and any other students 
attending the workplace will have to be withdrawn until the matter is investigated. 

4. If the matter constitutes reportable conduct, notification to the Ombudsman is 
required. The Professional Officer’s investigations will include speaking with 
the employer, students and parents/caregivers as well as liaison with the 
Principal and Coordinator. 

 

ACCIDENTS INVOLVING STUDENTS 

Where a student is injured during a placement, including travel to and from the place of work, 
the student must report the incident to the school within 12 hours. Notifiable incidents must be 
reported to WorkCover by the employer. A School Accident Report Form must be completed 
and sent immediately to the following personnel: 

 WHS Manager, Catholic Schools Office, Lismore 

 Vocational Education Manager, Catholic Schools Office, Lismore 

 Where the injury may result in an insurance claim, the incident should also be reported 
to the Director: Education Policy and Programs, at the Catholic Education Commission. 
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The School Accident Report Form, including a full statement from the student (if possible) and 
statements by any employer or employee, should be completed as soon as the school is 
advised or becomes aware of any accident. Due to recently introduced WorkCover 
requirements about reporting accidents, the anticipated length of time the student will be 
unable to attend school should be also included in the report. 

The school must retain the original of the School Accident Report Form indefinitely or until 
advised to the contrary. The School Accident Report Forms must be completed irrespective of 
any claim (insurance or otherwise). 

All claims for expenses involving injury to students should be processed in the following way: 

 Students are volunteers, not employees. Therefore, such claims should not be 
classified as Workers' Compensation. 

 The parent/caregiver is to be advised to take the usual action to claim on his or her 
Medicare or private health funds. 

 The parent/caregiver is then to forward advice to the school of the amounts not 
recovered from the health funds, together with supporting documents, including 
accounts showing amounts paid by the health funds. 

 The Principal should make a copy of the documents referred to above and attach them 
to a copy of the School Accident Report Form and forward them to the attention of the 
Vocational Education Manager at the Catholic Schools Office, Lismore. Any related 
correspondence or statements should be attached. 

The Principal or other staff should admit no liability. The Catholic Schools Office, Lismore and 
the Catholic Education Commission NSW will manage all claims. 

 

MANDATORY AND RECOMMENDED SUPPORT DOCUMENTS 

A range of mandatory and support documents has been developed to assist in the 
implementation of workplace learning programs. This document, Workplace Learning 
Guidelines for Schools, as well as the Employer’s Guide to Workplace Learning, insurance 
documents, Student’s/Parent’s Guide to Workplace Learning and the Student Workplace 
Learning Record are mandatory. These and other support documents are available on the 
Catholic Schools Office, Lismore Diocese VET intranet page. 

 
Student Workplace Learning Record (mandatory) 

The purpose of the Student Workplace Learning Record is to formalise the arrangements and 
conditions between the school and the host employer and to define the placement so that all 
parties involved understand their responsibilities. It is also includes advice on minimising risks 
and provides a safeguard if something unexpected occurs, or if insurance claims are made for 
damage or injury arising from the placement. 

The Student Workplace Learning Record must be completed and signed by all parties prior to 
commencement of the placement to ensure that all details of the arrangement are understood 
and agreed to and to provide evidence of the Principal or nominee’s approval of the 
placement. 

Any variation to or cancellation of the placement should be made in writing. The original 
should be filed at the school in accordance with the Catholic Schools Office, Lismore record 
keeping requirements for insurance documents. A copy is given to the employer and to the 
student and parent/caregiver. 

 
Workplace Learning Journals (recommended) 
Workplace Learning is preparation for adult work and life-long learning. Students are 
encouraged to take responsibility for their own learning by keeping a record of their learning 
as evidence of achievement and a means of developing skills of reflection and self-evaluation. 
The workplace learning journal is also a way of capturing the learning experience for 
evaluation of outcomes by the teacher at the school.  

 

http://intranet.lism.catholic.edu.au/vet/
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RECORD KEEPING 

Schools must include the following records of all placements in each student‘s school file, so 
they are kept for the necessary time and are able to be retrieved if required: 

 The Student Workplace Learning Record 

 Workplace Visit Reports 

 Accident reports 

 Claims for damages 

 Records of child protection issues 

Records of WorkCover WHS Induction for Construction training must be kept for 3 years and 
may be stored with VET records. 
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APPENDIX 

 

TEACHER’S CHECKLIST 
All procedures in the Workplace Learning Guidelines for Schools must be checked and 

followed. The following list provides a quick reference. 

B EF OR E 

 Established school needs (timetables/calendars/exams/reports/sport/canteen, etc.) 

 Established appropriate time for work placement - (employers, students, Principal/staff 
members, etc.) 

 Established employer needs 

 Matched student to placement 

 Parent/caregiver notification/permission/briefing 

 Ensure the Student Workplace Learning Record has been fully completed and signed by 
all parties, secured at the school and copies distributed to parent/caregiver and the host 
employer. 

 Provided the employer with a copy of the course outcomes or appropriate units of 
competency 

 Designed a program with agreed learning outcomes, ensuring the special needs of 
students with a disability have been identified and appropriate support provided. 

 Provided students with orientation and distribute journal and requirements had student 
complete activities on www.go2workplacement 

 Determined if VET assessment is to occur and if so principles to apply 

 Provided the employer with student details and relevant paperwork 

 Fully informed school executive of all intended activities (in writing) 

 Students going to construction sites have completed Construction induction training 

 Informed entire staff about program and organisation of work placements 

 Completed orientation of workplace supervisors, arranged supervision visits 

D U R IN G  

 Made phone contact with employer on the first day and arranged time to visit 

 Made every possible effort to visit the workplace (risk management procedures may be 
applied) 

 Completed a work visit report while visiting student 

A F T ER  

 Collected and collated student reports/journals 

 Gathered employer feedback 

 Provided feedback to employer 

 


